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POLICY AND PROCEDURE MEMORANDUM

1. INTRODUCTION:

A. Coldwell Banker Residential Referral Associates (CBRRA) is designed to provide referrals to Sales Associates of Coldwell Banker Residential Real Estate and its national network of affiliated and cooperating brokers.  

B. This goal is accomplished through Referral Associates whose only objective is to refer prospective buyers and sellers of real estate to CBRRA.

C. A “referral” is a lead consisting of detailed information about a prospective buyer or seller that is conveyed to the CBRRA administrator to be acted upon by Coldwell Banker or by its affiliated or cooperating brokers.

2. PRIMARY DUTIES OF THE REFERRAL ASSOCIATE:

Referral Associates should utilize prospecting methods that will enable them to contact prospective buyers and sellers to determine their real estate needs.  The Referral Associate should obtain the name, address, business phone, home phone and other pertinent information about each prospect to assist the Sales Associate in fulfilling the prospect’s real estate needs.  The Referral Associate must have permission from the client to be referred.  CBRRA will ensure the information provided is placed promptly with a qualified Sales Associate in the appropriate area.

3.   REGISTERING AND PLACEMENT OF REFERRALS:

A. All referrals should be phoned, faxed or e-mailed into CBRRA to be registered          and placed. Each referral will be credited to the Referral Associate who first submits the client unless the client is found to have corporate relocation benefits.

B. A seller or buyer prospect lead will be placed with a Sales Associate of Coldwell         Banker or cooperating broker in the branch office that can best service that prospect.  A Referral Associate may request that a prospect be assigned to a specific Sales Associate with any cooperating broker.

C. If the assigned Sales Associate is already working with the referred prospect, the Referral Associate will be notified as soon as possible that the referral is rejected.          Referral Associates may earn a referral fee on a prospect only if the prospect sells or buys with the Sales Associate assigned to the prospect.  If the prospect has had prior contact or buys or sells with another Sales Associate, no referral fee will be paid to the Referral Associate.

4.  FOLLOW-UP:

A written confirmation of the referral and its assignment to a specific Sales Associate will be sent to the Referral Associate as soon as possible after receipt of the referral.  The Referral Associate should follow up with the Sales Associate and the prospect to ensure that appropriate levels of service are being provided.  The Referral Associate should report any changes of the prospect’s status to CBRRA.

5. TIME LIMIT OF AN ACCEPTED REFERRAL:

   A referral or commission split will be honored for a period of twenty-four (24) months.  At the end of the twenty-four month period, the referring agent may re-issue the referral for a second twenty-four month timeframe.  The referral extension must be placed through CBRRA.  

6. REFERRAL FEES:

A. LOCAL AND NATIONAL:

All fees will be considered earned upon the closing of a transaction and upon receipt of the referral fee by CBRRA.  Referral fees will be paid to the Referral Associate as soon as possible thereafter.

There is a seven percent franchise fee that will be charged on all referral fees received and the cost will be split between the Company and the Referral Associate. Once the franchise fee has been deducted, the Referral Associate will receive fifty percent of a thirty percent referral fee.  In areas where the customary referral fee is less than thirty percent, the Referral Associate will receive fifty percent of the fee received.
B. REFERRAL ASSOCIATE’S SALE OR PURCHASE:    

1. Referral Associates can receive a referral fee on the purchase or sale, or both, of their personal real estate.

2. If the Referral Associates have had no closings during their association with CBRRA, the referral fees outlined above apply.

3. If during their association with CBRRA, the Referral Associate has had one or more referrals close, the referral fee on any subsequent personal real estate transaction is as follows:

Previous Closings                                          Referral Associate Fee

Within the Calendar Year                           on Personal Real Estate
1
                                        65% of a 30% referral fee less a 7% franchise fee
2                                                  70% of a 30% referral fee less a 7% franchise fee
3    or more                                 80% of a 30% referral fee less a 7% franchise fee
C. COMMERCIAL PROPERTY REFERRALS: 
Because of the many intricacies involved in the sale or purchase of commercial properties and because it is a highly specialized field, it is suggested that you have CBRRA locate the commercial agent that can best service your clients needs.  Commercial referral fees to CBRRA are commonly paid at twenty percent.  

7.   COSTS AND FEES TO BE PAID BY REFERRAL ASSOCIATES:

The following costs and fees are the responsibility of the Referral Associate:

A.   Those outlined in the Independent Contractor Agreement, Item 10 (EXPENSES)

B.   Annual renewal fees shall be Seventy Five ($75).

1. The next year’s annual renewal fee will be waived if the Referral Associate has had one or more closed transactions during the current year.

2. If a Referral Associate is in arrears on their annual renewal fee, CBRRA reserves   the right to deduct the annual renewal fee plus a twenty-five dollar ($25) late charge from any commissions earned by the Referral Associate.

3. Referral Associates who fail to pay their dues will be removed from CBRRA membership.

C. Business Cards should be purchased upon activation of the license with CBRRA.

D. Any other expenses incurred as a result of real estate activities undertaken pursuant to this agreement.
  8.   TRAINING AND EDUCATION:

A.   Coldwell Banker Residential Brokerage provides no cost Continuing Education Classes in Tucson and Phoenix that are available for Referral Associates.  The method for registering for these classes is as follows:   On the CBRRA web site at www.successrni.com, click on the Phoenix or Tucson class schedule.  Once you have selected the classes you wish to take, call (480) 850-3022 and register with Alison Brunner. If you do not have access to the internet, you will be mailed a class schedule upon request.  For assistance, call your CBRRA Director.
B.   Referral Associates are encouraged to utilize any training and education seminars designed to teach effective methods of serving the public ethically and those that present ideas for increasing productivity and income.  

9.  TERMINATING OF REFERRAL ASSOCIATES: 
CBRRA will honor all referral fees where the prospect is under contract to buy or sell real        estate prior to the date of termination of the Referral Associate.  The Referral Associate is expected to provide a list of buyers/sellers under contract prior to date of termination.

10.  INDEPENDENT CONTRACTOR:
Referral Associates are Independent Contractors.  Referral Associate and Coldwell Banker Residential Referral Associates expressly agree and acknowledge that the Referral Associate is NOT an employee of CBRRA and NOT eligible for any employee benefits.
I ACKNOWLEDGE I HAVE RECEIVED A COPY OF THIS POLICY AND PROCEDURE MEMORANDUM, HAVE READ IT AND AGREE TO COMPLY WITH ALL OF ITS TERMS AND PORVISIONS.

Date






Referral Associate
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